
Reserving conference rooms via e-mail

As the screen shot below shows, the rooms are set up on the Global Address Listing, according to location. To
help you visualize the location, a description of the program area located nearby, or the previous room name,
is in the Alias column.

The list shows all available rooms as they appear in the Global Address Listing and includes services available
within the room, such as a telephone (along with the phone number), or network drop for connectivity. The box
marked Assistant on the conference room’s properties page indicates the number of people the room is
expected to accommodate.

To find out if a particular conference room is available, select the Calendar button in Outlook. In the calendar,
select File, then Open, then Other User’s Folder.

When you select Open/Other User’s Folder, the screen shown below will appear. Type in the name of the
conference room you want to reserve. The calendar for that particular room will then appear, and you can see
if it is available at the time you want to use it. NOTE:  Although previously reserved rooms were converted into
the calendar, you should check availability closely.





If you try to schedule a time within this area of the Calendar, you will receive the message below. This is to
prevent meetings from being accidentally deleted by others or yourself.



The following screen shots and instructions show you how to schedule a conference room through the Outlook
Calendar feature.

1.  Open New Meeting Request in your own Calendar.

2. In the GAL list, select the conference room you want to use and add it to the Resource section (see the
screen shot below). If you add it as a regular attendee and not a Resource, it will not schedule.  You can
then add your other attendees in the Required or Optional section. This process will allow you to see the
availability of the room as well as all attendees.



3.  Once you press okay, the room will appear on your meeting request, as shown in the two screen shots
below.

After you add any other relevant information, such as subject or meeting notes, hit Save and Close, then Send
the request.



4. Once you Send the meeting request, you will receive an e-mail confirming that the room is available and
your reservation will automatically be noted on the room calendar.

If someone was trying to schedule the same room at the same time and beat you to the punch, you will receive
a notice that the room is not available. You must then select another room and notify the attendees of the
change via the Outlook Calendar.

5. If you have to select a new room, you will receive a dialogue box to send an update to the attendees. If you
cancel the meeting later via the Outlook Calendar, it will also send a message to the conference room
mailbox and delete the meeting from the calendar. If you only change the meeting time, you will receive
another response advising if the room is available for the new time and a prompt to notify the attendees.




